Holds Maintenance

Display Hold

1. Click on the User Status Wizard. Scan, paste, or type a user ID in the Enter User ID or
Name field. If you do not have the patron ID to scan, click Find User to display the Identify

User window.
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2. If the user has available holds, a notice box appears. Click the OK button to continue.
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User Mame SMITH, ANDREW
User ID 000188623
Profile HIGHSCHOOL

User catl 09
Group ID HR COOPER
Library HARMON
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This user has available holds.
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3. Navigate to the holds section of the user record, click on a title in the holds list to highlight
it, and click the Display Hold button.
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4. A pop-up box displays with complete information for that hold including the owning library,
the pickup library, and the library where the hold was placed.
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Edit Hold

1. Follow steps 1-3 under Display Hold. Click on a title in the holds list to highlight it, and
click the Edit button.
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2. A pop-up box displays to allow the entry of a comment or to change the pickup library.
The Hold Expires field is not used for USD 500 schools. Make any changes desired and click
the OK button to save changes.
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Remove Hold

1. Follow steps 1-3 under Display Hold. Click on a title in the holds list to highlight it, and
click the Remove button.
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2. A verification box appears. Click the No button to quit or the Yes button to continue.
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3. The hold is removed.
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4. If an available hold is removed, and the item belongs to another library, it is very important
that the item is immediately scanned into the Check In Wizard. This removes the holds status
from the item's current location and puts the item in transit to the owning library. Click the Yes
button to put the item in transit.
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